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ADDING, MODIFYING AND DELETING REFERRALS

1. Toaddan organization for referral, you must log in to the MOWINS system. Click on the “START”

button, select “PROGRAMS”, “WIC APPLICATION” and select “SYSTEM ADMINISTRATION™.
DHSS - ITSD Links » v ‘1,
DHSS5 Web Applications > - K 3

@’ Set Program Access and Defaults

w Windows Catalog

% Windows Update

E New Microsoft Office Document

| D; Open Microsoft OFfice Document

E Programs i Media Player

4 &5 Reference Utility

g | |4 Documents > &y State Office

S 0_User_... | WIC Available Applications Manager
@ Bf Settings »

i

o /‘) Search o System Administration
& Q)) Help and Support ) S

I

E 4=] Run...

°

=

= @ Shut Down...
—

2. Youwill see the following screen. Enter your MOWINS ID (All capital letters) and password (case sensitive).
Click “OK” Ifyou are already signed into MOWINS, this step will be skipped.

caten the spire,

x
Uszer Mame ||
Password I

Starting WicS essiontanager... 0k I Cancel |

Frompting for sign on information. .,

3. A screen will open for you to select the county agency you want to add a referral for (i.e. Salvation Army
Bellefontaine Corps-KC). In this case, we are adding the organization, Salvation Army in the referral list for
Kansas City Health Department, so you will need to select Kansas City Health Department from the drop
down list and click “OK”.

hocaton I ocoion

Agency [DALLAS COUNTY HEALTH DEFARTMENT j Agency IK.-'B.NS.-“-'-.S CITY HEALTH DEPARTMEMNT j

COLE COUNTY HEALTH DEFARTMENT -
COLUMEBIA/BOONE HEALTH DEFARTMEMN
CAOOPER COUMTY HEALTH DEPARTMEMT

CRAWFORD COUNTY HEALTH DEPARTME = Cancel |
CRESCENT CLINIC - aneE
DADE COUNTY HEALTH DEPARTMENT
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ADDING, MODIFYING AND DELETING REFERRALS

4. From the following screen, you will need to double click on “Organizations”

_—— e = = = == =g

=10lx|

| [escription

I Definitions to know for |
I . |! System Administration Functions
entering referrals: oy
1 P This is th | File View Help
I Ogl' am — 1S 1S the
| type of Service that is | Function
| available (ie. Adult ||| oo sengs
: . 2y Clinic: Informati
Education, Child Care, | || 0richiomdon
| ] , ij Maintain Local Lse Questions/Answers
| Multi-Service Agency, I B Progams
CtC.) I :Organizations
| State — Agency I fwgk'ﬁ\/?ew Syatem Access Log
| information — Statewide 4 Vien Event Logs
| Organizations — I
| Agency information — |
Local specific |

Adjust information for all clinics in the agency
Adjust information and default settings for clinic
Set up local use questions and local use answers
Setup programs for State, Agency and Clinics
Set up organizations for Programs and Outreach
Vigw, print, of purge system access log

"iew process event logs

5. The screen that opens will list ALL of the organizations that have been entered into MOWINS for all agencies

within Missouri. This will not be limited to your specific agency.

iz Organizations

AaRP GRIEF & LOSS GROUP OF JOHWSOM COUMTY
AARP RESOURCES FOR GRAMPAREMTS

ACCESS COURT SERVICES-FARMINGTOM
ADOPTION SOLUTIONS, INC-CAMDENTON

ADULT BASIC EDUCATION PROGRAM-COLUMELA
ADULT BASIC EDUCATION-MELC SCHOOL DISTRICT
ADULT EDUCATION & LITERACY PROGRAM-SALERM
ADULT LEARMIMNG IMSTRUCTOR MOMTGORMERY COLMTY
ADULT LEARMIMG CEMTER-ST. JOSEPH

ADULT LEARMIMG CEMTER-ST. LOUIS

ADULT LEARMIMG CEMTERAEST PLAIMS

ADULT LITERACY PROGRAM-MMEXICO

ADULT LITERACY PROGRAM-WARREMSELRG

M arne | Active ﬂ

EURUIC U IC IR IE IR Y

&dd Edit Delete

Cloze |
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ADDING, MODIFYING AND DELETING REFERRALS

6. Scroll through the list to see if the Organization you wish to enter is already in the MOWINS system. In this
example, we are going to add Salvation Army. If it is already in the list, select “CLOSE” and go on to Step 9. If it is not,

continue on to Step 7.

¥ Organizations

/\il

M armne | Active ;I
SALVATION ARMY BOOTH SERYICES-ST. JOSEPH [v
SALVATION ARMY CHURCH-ARMOLD [
SALYATION ARMY HEADDUARTERS-KANSAS CITY [
SALVATION ARMY THRIFT SHOP-COLUMELA [PAREADE] [
SALVATION &RMY THRIFT SHOP-COLUMEBIA MaLNUT ST] [
SALVATION ARMY THRIFT STORE-ARMOLD [
SALVATION &RMY THRIFT STORE-CHILLICOTHE [
SALVATION ARMY-BRANSOM [
SALVATION ARMY-CHILLICOTHE [
SALVATION ARMY-COLUMELA [
SALVATION aRMY-COOPER COUNTY [ -
SALVATION ARMY-ELDOM [
SALVATION ARMY-EXCELSIOR SPRINGS RSSC [ \LI

I P

MNelste I
_— 1

\V

Clrees

Notice thete are several
listings for the Salvation
Army. However, there is
not a listing for the
Salvation Army
Bellefontaine Corps-KC,
so you will want to click
on the “ADD” button to
add this organization to
the list.

7. A fill-in-the blank mask will open for you to enter the information. When entering information, be sure to use all

CAPS.
Required Fields:

Name
Address
City
State
Zip
Telephone 1

e Active Checkbox
When entering the name of
an organization, enter the
title,dash (-),city/county
name (i.e. SALVATION
ARMY
BELLEFONTAINE
CORPS-KC) Please do not
put any spaces between the
organization name, the dash
and the city/county, as this
will make it difficult to find
city/county specific
organizations.
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¥ Add Organization x|

Mame ||

Addrezs ||

County I j
State | '”
Telephone 1 | - - |

City |

zZIF |

Telephone 2 I - -

Contact I

Email |
[ Is Dutreach Agency

Affiliated WiE daencies

WG HELP DESE AGEMNCY

AMDREW COUNTY HEALTH DEFARTMENT

ATCHISOM COUMTY HEALTH CENTER

ST.JOSEPH/EUCHAMAMN COUNTY HEALTH DEPARTHEMT

MNOD&WSY COUNTY HEALTH CENTER

=
-

[~ dctive

]

Cancel |
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i Add Organization x|

Mame |SALYATION ARMY BELLFONATAINE CORPS-KC
Address |33 E 9TH 5T

County I "l
State IMD 'l

Telephone 1 I 516-241-25626

Contact I

Email |

City [K&NSAS CITY

ZIP IBd‘I 24-0000
Telephone 2 I -

[~ Iz Outreach Agency

Affiliated wWiC Agencies

W/IC HELF DESK AGEMNCY 3
ANDREW COUMTY HEALTH DEPARTMENT

ATCHISON COUNTY HEALTH CENTER

57. JOSEPH/BUCHAMAN COUNTY HEALTH DEFARTMENT

NOD&AWEY COUNTY HEALTH CENTER ﬂ

¥ Active

Follow this process for each organization you wish
to add to the listing. In order to verify that the
organization has been added to the listing, you will
need to close out and reopen that window.

9. In order for this Organization to be associated
with your specific agency, you will need to click
on the “CLOSE” button to get back to the screen
below. At this screen you will need to double click on
“PROGRAMS”.

|! System Administration Functions

File Wiew Help

O

8. Notice all required fields are completed
using capital letters. Do not forget to check
the “Active” box. Forgetting this will not allow
you to add this organization to the agency-specific
Referral Listing. \When finished, click OK.
This organization will now be added to the
list.

bo0 1624

1I
Marne | Active |;|
SAFEHAVEM SYMERGY [TEEMS)-PARENILLE [v
SAFEHAVEM SYMERGY [w/OMEM)-PARKWILLE v
SAFEHAVEMN SYNERGY-PARKWILLE [v
SAIMTS JOACHIM AMD AMM CARE SERWICE-ST. CHARLES [V
By I s e e s e e [v
SALYATION ARMY BELLFONATAINE CORPSKC >
SALVATION ARMY BOUTH SERVICES S 1. JUSERH v
SalvaTlON aRkY CHURCH-4RHOLD [
SALVATION ARMY HEADQUARTERS-KANSAS CITY [v
SalvaTION aRMY THRIFT SHOP-COLUMEBLA [PaRKADE] [v =
SALVATION ARMY THRIFT SHOP-COLUMELS PwiSLMNUT 5T) [v
SalvaTION ARKMY THRIFT STORE-4RNOLD v
SALVATION ARMY THRIFT STORE-CHILLICOTHE [v ;I

Add Edt |

Cloze |

Delete

=101 %]

| Dezcrption

Function

58 Agency Settings
-'_-'yr: Clinic: Information
iﬁ M aintain Local Use Questions/Answers

Organizationz
_‘a'ﬁ'\fiew System Accesz Log
ﬁ‘v’iew Evert Logs
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Adjugt infarmation far all clinics in the agency
Adjust infarmation and default settings for clinic
Set up lozal use questions and local use answers

Set up progran e,
Set up organizations for Programs and Dutreach
iew, print, or purge system access log

Yiew process: event logs

gency and Cli
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Please notice several items. If you select the arrow down button next to the Clinic name, it will show you all
of the clinics in the selected county.

The “P” in front of Programs, stands for “Program Level”.

% Programs

Filter the dizplay by zelecting a clinic

Cliric: |HICKM.&N MILLS BAPTISTE CEMTER

=

#-{S | STATEWIDE AGEMCIES

'MISSOURI HEALTH PROGRAMS

% Programs

N

Clinic: IHICKMI—\N MILLS BAPTISTE CEMTER

Filter the dizplay by selecting a clinic

X

The “Programs” are all of the service types used by each

agency. In the sample above, one program is listed as
“Missouri Health Programs” and a second program is listed
as “Statewide Agencies”. The “A” in front of “Missouti —
Health Programs” stands for “Agency level”. A/ Clinics will
have an Agency-level entitled, “Missouri Health Programs”. The “S” ™ |

in front of “Statewide Agencies” stands for “Statewide

Level”. All Organizations listed under the “S” are available
statewide and do not need to be included in the agency level

(“A”) programs.

fA] MISSOURI HEALTH PROGRAMS
1S | STATEWIDE AGEMCIES

Programs

Filter the display by selecting a clinic

Cliic: IHIEKMAN MILLS BAPTISTE CENTER

=

ALANOM/ALATEEM &
COCAIME HOTLINE &&
DRUG ABUSE HOTLIME &

MC+ FOR KIDS [NKA MO HEALTHNET FOR KIDS] b
MISSOURI CHILD ABUSEMEGLECT HOTLINE-ST&
MISSOURI SCHOOL WIOLEMCE HOTLINE PO BOX 8

10. In order to add the Organization (Salvation Army Bellefontaine Corps-KC) to Kansas City Health Department’s
Program list, you will need to create an Agency level name to associate this service with.

% Programs

Filter the displap by zelecting a clinic

<

Clinic: IHIEKMAN MILLS BAPTISTE CENTER j

5T

=

ATEWIDE AGENCIES

ALANONAALATEEN &
COCAINE HOTLINE &&
DRUG ABUSE HOTLINE &
MC+ FOR KIDS MEA MO HEALTHHET FOR KIDS] M
MISSOURI CHILD ABUSE/MEGLECT HOTLINE-STA’
MISSOURI SCHOOL YIOLEMCE HOTLIMNE PO BOX 8
NATIOMAL ALCOHOL & DRUG TREATMEMNT &8
NATIOMAL AREA DOMESTICWIOLEMCE HOTLINE &
PAREMNT LIMK &k

PARENTAL STRESS HELPLINE #&
PARENTS AMONYMOUS OF MISSOURI &2
GQUIT SMOKING-MISSOURI &k

TEL-LINK MDHS5-CHI. PO BOX 570
YOUTH CRISIS HOTLINE &4

Edi | [ D | Close |
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To add a new agency “Program”,
Select “ADD” located at the
bottom of the screen. If there is
already an Agency Level listed, do
not duplicate, simply add an
organization to that heading (See

Step 19).

Once a participant has been
referred to an Organization,
that organization cannot be

deleted.
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x
Description I
r— Program Yisibility \
@ State Agency  © Clinic
11. In the Description Area, enter the
Service type (i.e. Child Care,
Medical/Mental Health Agency,
etc.). This will be listed under
“Program” for this specific county.
Enter all information using Capital
I™| Lirik ta Farent Program I \ j Letters.
— Referral Drganizations \
AARF GRIEF & LO55 GROUP =] N
ADULT LEARNIG CENTER T IDSEPH
ADULT LEARNING CENTER-WEST FLAINS
ADVENCEMENT FOR THE DEVELOPHENTALLY DISABLE. INC 12. Program Visibility — This will
ALDOHDL ABLSE REFERRAL LINE =l automatically have “State” selected,
Orgarizatians | click on “Agency”. This will
prompt the system to list all
[ ox | Cancel\l agencies. Select the agency you are
\

working out of, in this case Kansas
City Health Department. At no
time should “Clinic” be selected as

I X you will only work in your specific
—.
@MULTI-SEHVIEE AGENEY) LWP.
r~ Program Yizibili

O Sifte 0 pgency O Olinic

HERRISON COUNTY HEALTH DEPARTMENT =]
HENRY COUNTY HEALTH CENTER
HICKORY COUNTY HEALTH DEPARTMENT
HOLT COUNTY HEALTH DEPARTMENT o
HOWARD COLINTY HEALTH DEPARTMENT 0o e
HOWELL COUNTY HEALTH DEPARTMENT 13. Referral Organizations — The
IRON COUNTY HEALTH DEFARTMENT B g o
JEFFERSON-FRANKLIN COMMUNITY ACTION CORP organizations that are listed in this
JOHNSOM COUNTY HEALTH DEPARTMENT area are from numerous parts of
JOPLIN CITY HEALTH DEPARTMENT i
¥ CITY HEALTH DEPARTMENT = the state. Scroll through the list and
I Link to Parent Progiam | select the Organization to be listed

under the Agency Level for your
i~ Referral Organizations SpCCiﬁC agency.

SaLEM MEMORIAL DISTRICT HOSPITAL
VAT R ARMY BELLFONATAINE COR
ALVATION ARMY BLUE VALLEY CORPS
SALVATION ARMY BOOTH SERVICES-ST. JOSEPH
SALVATION &RMY CHURCH-ARNOLD
SALVATION ARMY HEADQUARTERS-KANSAS CITY
SaALVATION ARMY THRIFT SHOP-COLUMBIA (PARKADE]
SALVATION ARMY THRIFT SHOP-COLUMBLA [MwALNUT 5T)

Drganizations |

oK I Cancel |

Follow these instructions for each Organization that needs to be associated to your specific agency. The
system will allow an Organization to be listed under more than one “Agency” and “Agency Level”.
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14. To modify an Organization that has already been entered, go into the “System Administration Functions”.

15. Select your county and click “OK”’.

DHSS - ITSD Links '
DHSS Web Applications » Wy .

@ Set Program Access and Defaults

‘.u“/\ ‘Windows Catalog

% ‘Windows Update

E New Microsoft OFfice Document

| G5 Open Microsoft Office Document

PR COLE COUMTY HEALTH DEPARTMENT

]

Cancel

[ 2 Reference Uity

| Documents »

B’ Settings » i
/J Search 3

@/w Help and Support

=] Run...

& State Office

System Administ

Windows XP Professional

|! System Administration Functions

O] st File Wiew Help

16. Double click on “ORGANIZATIONS”.

=101 ]

Function | Description

?ﬁAgency Settings
£l Clinic Infomation
iﬁ Maintain Local se Questions/Answers

ﬁ Programs

‘(iqanizations

YWiew, prink, or purge spstem access log
Yiew process event logs

:’%&View System Access Log
& View Event Logs

X

¥ Organizations

AARP RESOURCES FOR GRAMPAREMTS
ADULT LEARMIMG CENTER-ST. JOSEPH
ADULT LEARMING CENTERAEST PLAIMS

ADULT LITERACY PROGRAM -WaRREMSBLURG
ADVAMCEMEMT FOR THE DEVELOPMENTALLY DISAELE. IMC

ALANOMNASLATEEM

ALCOHOL ABLUSE REFER INE

&1 COHOLICS .&NDNYMD@EHHENSBUHG
ALCOHOLICS AMOMYMOU L-AMOR

AL COHOLICS ANONYMOUS-BUFFALD
ALCOHOLICS ANONYMOUS-ROLLA
ALLIED MEMTAL HEALTH - BUTLER
ALFHEIMER'S SUPPORT GROUP-BUFFALO
AMERICAN RED CROSS -WaARREMNSBURG
AMERICAN RED CROSS-SPRIMGFIELD
AMIGOS DE CHRISTO-HISPAMIC MISSION
AMGEL FOOD MIMISTRIES - BUTLER

ARIGEL FOON MIKMISTRIES . RICH TREE

&dd Edit

Cloze |

Delete

This will open up the Edit Organizations screen.
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Adjust information for all clinics in the agency
Adijust information and default settings for clinic
Setup local use questions and local use answers
Setup programs for State, Agency and Clinics
Set up organizations for Programs and Outreach

This is the screen that lists
ALL of the Organizations

that have been entered into
MOWINS.

17. Select the organization
that needs to be
modified. Examples —
Typographical error,
organization has new location
or phone number, ete. In this
case, we will select
Alcoholics Anonymous —
Warrensburg since there
are spaces on either side
of the dash. After it has
been selected, click
“EDIT”.
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¥ Edit Organization x|

ALCOHOLICS AMOMYMOUS - WARRENSEURG <—
I arme I g

.&ddressq&%) <

D:uunt_l.JI j Cit_pq&& )"_ i
State (MO =] 7ip [333330000 «— |
Telephone 1 IEEU'?4?'E313 Telephone 2 I -
Contact I
Ermail |

[ Iz Outreach Agency

Affiliated WIC &gencies

Notice that not only are there
extra spaces on either side of
the dash; there is also no
address listed.

The ampere signs can be used in
lieu of the address in situations
when the address, city and zip
code are not known.

AMDREYW COUMTY HEALTH DEPARTMENT i’
ATCHISOMW COUNTY HEALTH CENTER

5T. JOSEPH/BUCHAMAN COUNTY HEALTH DEFARTMENT
NODSWAY COUNTY HEALTH CEMTER

CaLDWELL COUMTY HEALTH DEPARTMEMT ﬂ

Instances when the zip code is
not known enter all 9’s, and
when the telephone number is
not known, enter all 5’s.

18. Update the fields that need to be modified. Since we still do not have an address, leave the ampere signs and only

fix the Organization Name. Click “OK”’.

& Edit Organization x|

P
Name [ADULT LITERACY PHDGHWHHENSEUHE

Address [125 N HOLDEN

County [JOHNSON |

City [WARRENSBLRG

State IMD "’I

ZIP | 99933-0000

Telephone 1 | B60-423-5442 Telephone 2 |

Contact ||

Ermail |

™ 15 Outreach &gency

Affiliated AL Sgencies

AMDREW COUMTY HEALTH DEPARTMENT
ATCHISOM COUNTY HEALTH CEMTER

ST.JOSEPH/BUCHAMAM COUMTY HEALTH DEFPARTMENT

NOD&WAY COUNTY HEALTH CEMTER
CALDWELL COUNTY HEALTH DEPARTMEMNT

L

=

[ x|

Cancel |
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19. To add more Organizations to a Program, select the Program (in this sample, Multi-Service Agencies) and select

“Edit”.

Filter the dizplay by selecting a clinic

Clinic: IHICKMAN MILLS BAPTISTE CENTER

[

x x

Description IMULT\-SEH\"’IEE AGEMCIES

— — — — —

=] E‘ Programs
—[A] MISSOURI HEALTH PROGRAMS
eI UL TI-SERVICE AGENCIES
[#-{5 | STATEWIDE AGEMCIES

| When this screen [ RETEm
OanS you can | " State @ Agency  © Clinic
>

i HARRISON COUNTY HEALTH DEPARTMENT =
select additional | HENRY COUNTY HEALTH CENTER 2l
.. HICKORY COUNTY HEALTH DEPARTMENT
orgamzatlons or HOLT COUNTY HEALTH DEPARTMENT
HOWARD COUNTY HEALTH DEPARTMENT —

HOWELL COUNTY HEALTH DEPARTMENT

IRON COUNTY HEALTH DEPARTMENT
JEFFERSON-FRANELIN COMMUNITY ACTION CORP
JOHWSOM COUNTY HEALTH DEPARTMENT

JOPLIN CITY HEALTH DEPARTMENT
keep you referral KANSAS CIT'r HEALTH DEPARTHENT

| de-select
| organizations

organizations to

™ Link ta Parent Program j

current. When
finished updating
the available
organizations
within this
program, click

r— Referral Organizations

SAINTS JOACHIM AND ANN CARE SERVICE-ST. CHARLES ;I
SALEM MEMORIAL DISTRICT HOSPITAL
SALYATION ARMY BELLFONATAINE CORPS-EC
SALVATION ARMY BLUE VALLEY CORPS-KC
SALVATION ARMY BOOTH SERVICES-ST. JOSEPH
SALVATION ARMY CHURCH-ARNOLD

SALVATION ARMY HEADQUARTERS-KANSAS CITY
SALVATION ARMY THRIFT SHOP-COLUMELA PARKADE)

Organizations |

o

L (C()‘[’<”

Add |@ Delete | Close: | ’ Cancel |
Y ——

20. The only way to delete an organization is if no participant (in the state) has been referred to it. At the screen that
lists all of the organizations (below), scroll through the list until you locate the organization that you wish to
delete. In this case, we are going to delete ABC Company because this organization was never used for referrals.
Once the organization has been selected, click on the “DELETE” button.

NOTE: Deleting a
record should only be
done if absolutely
necessary because
other agencies may be
using the same referral
organization.
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x

AARP GRIEF & LOSS GROUP ﬂ
AARP RESOIURCES FOR GRAMPAREMTS

ARC COMPANY

ADULT LEARMIMNG CEMTER-ST. JOSEFPH

ADULT LEARMING CEMTER-WEST PLAINS

ADULT LITERACY PROGRAM-WARREMSBURG
ADVAMCEMEMT FOR THE DEVELOPMEMTALLY DISABLE., IMC
ALAMOMABLATEEM

ALCOHOL ABUSE REFERRAL LIME

ALCOHOLICS AMOMNYMOUS & AL-ANON

ALCOHOLICS AMOMYMOUS-BUFFALD

ALCOHOLICS AMOMYMOUS-ROLLA,

ALCOHOLICS AMOMNYMOUS-wWARRENSBURG

ALLIED MEMTAL HEALTH-BUTLER

ALZHEIMER'S SUPPORT GROURP-BUFFALD

AMERICAN RED CROSS-SPRINGFIELD

AMERICAN RED CROSS5WARRENSELRG

AMIGOS DE CHRISTO-HISPANIC MISSION
AKSEL FONAMN MIMICTRIFC.RIITIFR j

Add Edit | Close |
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21. The computer will ask if you are sure you want to delete the record. Click on “YES”.

%

$ Are wou sure wou wankt ko delete A3BC COMPANY?
C = D w

You have successfully deleted the record.

If you have questions or need assistance, please contact the WIC Help Desk at 800-554-2544
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